JOB DESCRIPTION

Position Title
Associate Director of Alumni Relations and Study Travel Programs
Reports to
Director of Alumni and Parent Relations 

Position Overview

This employee is a full-time member of the Alumni & Parent Relations staff and plays an important role on the Advancement & College Relations team. The Associate Director is responsible for alumni relations, volunteer management, Study Travel programs, and support of the overall mission and activities of the office. The Alumni & Parent Relations office offers events, programs, and opportunities that promote stewardship to the college and establish lifelong connections among alumni, parents, and the greater St. Olaf community. 

Essential Job Functions/Responsibilities

· Develop and direct four Study Travel programs yearly. Complete or oversee all aspects of programming, including faculty recruitment, general marketing, specific program promotion, budgeting, travel arrangements, on-site arrangements, quality assurance, documentation, customer records (including confidential and protected data), finances and other tasks. 
· Recruit, manage, and support volunteers in the development of regional club activities in the San Francisco, San Diego, and Los Angeles areas. Work closely with the Advancement & College Relations team to develop strategy and synergy for these geographic areas. 

· Identify, train, support, and lead, with Partners in Annual Giving staff, volunteers for the 15th and 60th reunion committees.
· Hire, train and supervise student assistants dedicated to Study Travel tasks.

· Assist with support of Alumni Board members and activities.

· In addition to the primary responsibilities outlined above, utilize strengths and interests in ways that support the department’s mission and needs.

Supervisory Responsibilities
Student assistants dedicated to Study Travel tasks
Contacts
Advancement staff, alumni, parents, faculty, students

Education/Experience/Skills (supported by job duties)

Required:     
B.A.                  

Preferred:    
The successful candidate will have a strong commitment to the goals of a liberal arts education and the importance of St. Olaf’s relationship with its constituencies. Demonstrated ability to manage volunteers is important, as is independent judgment, initiative, and a proven ability to be a contributing member of a team. Three to five years of program budgeting, planning and management; supervisory experience; experience dealing with multiple stakeholders; experience making logistical arrangements for complex programs in various stages of completion. Ability and enthusiasm for working collaboratively with a variety of campus offices and departments is critical, as are initiative and imagination.  The position requires outstanding verbal and written communication skills and attention to detail.  Excellent interpersonal skills and an ability to motivate others are essential. 

Physical Demands
Lifting, carrying and moving of light-weight boxes, supplies and signs around campus during major program weekends. Ability to travel independently including places that are not handicap accessible.

Working Environment
Normal office environment

Work Schedule
FTE: 1.0

Term: 12 months
Shift: Campus Office Hours, 8:00am-5:00pm

This position requires flexibility in schedule. The Associate Director often travels off campus and across the country for events, and internationally for Study Travel programs that support the college’s mission. Certain times of the year require intense evening and weekend work. Candidates should be prepared for an average of 5 hours of work, per week, outside of regular office hours.
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